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To: "jobswbproject@gmail.com" <jobswbproject@gmail.com> 
Dear Sir, 
| am a Computer Operator with 15 years of progressively responsible experience of Computer Operator / 
Office Administration. | am a result-oriented person, a team player capable to learn quickly and get along 
well with people. 
So | am applying for the above position in your organization. 
Realizing my Curriculum Vitae may not adequately communicate my abilities in depth | would appreciate to 
have an opportunity to discuss with you in person how | might become an asset for your organization. | am 
enclosing my Curriculum Vitae for your kind consideration. 


Your earlier reply is very much appreciated. 


Thanking you for your time and consideration. 


Sincerely, 


MUHAMMAD AHMED 


2 Ahmed Resume.pdf 
140K 


https://mail.google.com/mail/u/0/?ik=781d9cccf4&view=pt&search=all&permthid=thread-f%3A1752804650920317084%7Cmsg-f%3A17528046509203... 1/1 


RESUME 
MUHAMMAD AHMED 


OBJECTIVE: 


> Technically proven results oriented professional. 
> Recognized for integrity, hard work and creativity. 


> Good skill in communication & collaboration. 


EMPLOYMENT RECORD: 
> TECHNO CONSULT INT'L (Consulting Engineer) 


Assistant Admin Officer / Computer Operator 
May 2007 to Date 


TECHNO CONSULT INTERNATIONAL: 


| am working with Techno-Consult International as “Assistant Admin Officer / 
Computer Operator’ in Roads and Highway Department from 2"! May 2007 to 
date. Techno-Consult International a very well reputed Engineering Consultancy 
firm, providing consultancy services for many Projects to the Government, Semi- 
Government and Private Sectors, financed by International Agencies like World 


Bank, Asian Development Bank, US-AID and IMF etc. 


MY KEY RESPONSIBILITIES ARE MENTIONED BELOW: 


N 


Executives. 


Provided General Administrative support to the President and senior level 


> Prepare and Maintain TCI all Project Documents and Reports like that Tender 
Documents, Tender Drawings, General Specifications, B.O.Q., Proposals, 
Expression of Interest (EOI), Terms of Reference (TOR) and etc., 


> Maintain and Prepared Employees all record like that Appointment Letter HR 
and Nomination form and also maintain employee’s personal files. 


> Prepare and Maintain Project correspondence for internal and outside parties 
and all incoming emails, letters and fax. Arrange tickets for meetings. 


> I| also work on Auto Cad Software for miscellaneous works in Plan & Profile, 


General Drawings etc. 
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LIST OF PROJECTS: 


VVVVVVV VV V 
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Adam Road Race Course Garden (RCG) Project 

Dualization of Mehran Highway Project, Export Promotion Zone, Karachi 
Gharo-Keti Bunder Road 90 Kms, NHA 

Hyderabad-Badin Rd to Mir Wah Sanjar Chang Road 48Kms, NHA 

Study & Detailed Design of Malir Bund Road, CDGK 

Sehwan-Ratodero- 200 Kms Supervision, NHA 

University Road From Quaid to Safoora, CDGK 

Faisalabad Ring Road -FDA 

Parco Pipeline Survey Work Karachi By Pass Project 

Rural Road Construction Project PHASE-II, Sindh, Loan No. PK-P60 approx 
(450 Km) Katahira & Engineers International, Tokyo Japan In Association With 
Techno Consult International Karachi — Pakistan 

Gwadar Eastbay Expressway Project 

Karachi — Thatta Dual Carriageway Project 

CAREC Design Review & Supervision By NHA ADB 

M-9 QAI Karachi — Hyderabad Motorway FWO 


QUALIFICATION: 


> 
Fr 
> 
> 


Matric (Science) from Board of Secondary Education Karachi. 

Intermediate (Pre-Engineering) from Board of Intermediate Education Karachi. 
Diploma in Information Technology (DIT) 

Certificate Course in AutoCAD 


COMPUTER SKILLS: 


a 


MS. Office 


ENGINEERING SOFTWARE: 


a 


Auto Cad 


PERSONAL INFORMATION: 


Address : Flat # E-303/A Asma Garden Metrovill, 3° Scheme-33, 
Gulzar-e-Hijri, Opp: Gulshan-e-lqbal 
Date of Birth July 28" 1985 
Marital Status : Married. 
Religion : Islam. 
Nationality : Pakistani. 
N.I.C # : 42201-9876414-7 
Cell # 0345-2672967 
Email Address : ahmed_tci@hotmail.com. 
LANGUAGE: 
Reading _ Writing Speaking 
æ English Good Good Good 
# Urdu Good Good Good 
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